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NONAPPROPRIATED FUND POSITION DESCRIPTION
JOB TITLE: Materials Handler POSITION NUMBER 01-031A
JOB SERIES: 6907 PAY LEVEL: NA-6

Summary of Duties: Handles or oversees a segment of a large warehouse, or serves as senior employee in a
smaller warehouse. Assists supervisor in developing plans for storage and arrangement of stock in accordance
with agency regulations determining configuration, setup, movement, rearrangement and traffic flow. In a large
warehouse is responsible for storage and space utilization for a specific commodity or equipment group. In a
smaller warehouse, serves as the senior non-supervisory worker of the facility, laying out storage space,
establishing item locations, determining organization and arrangement of stock, and identifying high and low
usage items according to agency regulations and procedures encompassing a full spectrum of warehouse
functions. Operates vehicles such as stake trucks, cherry-pickers, fork lifts, etc. May coordinate incoming and
outgoing shipments and placement of materials with docking area, and schedules personnel to facilitate
movement of material in accordance with priorities, scheduling requirements, and space allocations.

Performs other related duties as assigned.

Skills and Knowledge: In-depth knowledge of the overall warehousing plan, documentation requirements, and
accepted warehousing methods, procedures, and techniques. Ability to lay out storage space and establish item
and material locations in accordance with agency regulations. Ability to prepare inventory and production
reports, screen and identify shipping and receiving documents for discrepancies, and direct shipments to
shipping or storage areas. Skill in use of vehicles and fork lifts. A driver's license is required.

Responsibility: Responsible for performing a full range of warehouse functions in either a major segment of a
large warehouse or as the principal materials handler in a smaller warehouse. Receives, locates, stores, ships,
and warehouses materials, commodities, or equipment in accordance with established procedures and operating
requirements. Works with high degree of independence in determining sequences of loading and unloading,
developing space utilization plans, and implementing movement of materials. Provides guidance to lower level
workers.

Physical Effort: Stands on hard surfaces for extended periods of time. Bends, stoops, and works in tiring and
sometimes uncomfortable positions. May lift and carry items weighing up to 40 pounds. Heavier items are
moved with weight handling equipment or with assistance from other workers.

Working Conditions: Work is performed inside or outside in areas that may be hot, damp, cold, drafty, or
poorly lighted. May be required to wear protective clothing.



